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Recruitment Life Cycle Overview  
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NEOGOV Training Environment Roles  
  
  
INSIGHT User   
  

Analyst/Recruiter – Works in HR, facilitates recruitments, posts job opportunities, 

evaluates applications, sends notices, creates eligible (most qualified) list, sends 

referred applications to departments, authorizes hires, maintains records and prepares 

reports  
  

Online Hiring Center Roles  
  

Liaison – Creates requisitions in departments; sees all requisitions for departs; 

establishes security/provides access for other department users  

Originator – Creates & views own requisitions    

Approver – Approves requisitions in departments before requisitions go to HR SME 

– Subject Matter Expert reviews applications sent by HR for relative 

competitiveness  

Hiring Manager – Receives, reviews and makes determinations about referred 

applications   
  

Applicant – creates an initial account; submits applications (access in training via My Links> 
Job opportunities page)   
   

 
2. Sign in with your username (your work e-mail ) and your  

password   

  
  
  
  
  

  
  

1.   Go to:  https://login.training.neogov.com/?siteCode=I N       

             or https://secure.training.neogov.com/        

https://login.training.neogov.com/?siteCode=IN
https://login.training.neogov.com/?siteCode=IN
https://login.training.neogov.com/?siteCode=IN
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Create a Requisition in Online Hiring Center  

(OHC) – Departments   

As a Department Liaison or an Originator   
  

 

3. Select, on the left side of your screen, OHC (Online Hiring Center – Departments ) - 

see visual above for how to toggle here when signed into INSIGHT (Human 

Resources)   

This takes you to the Online Hiring Center (OHC) where all non-HR department users 

log in.  This view (below) is seen by persons who have complete access to OHC roles.   

See drop down under your name for all possible OHC site items  

  

  

4. Click Open New Requisition.  

  

5. Search for a class specification from which to create the requisition.  You may search 

by alphabet, by scrolling through pages or by entering a title (or part of one) in the 

search box and pressing “go”.  See arrows in screen diagram that follows:   
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Tip: Because graded, banded, flat-rate and judicial system classes are loaded into E-Recruit, some job 

class titles are listed more than once. When the same job class name shows more than once, the 
requisition creator will want to click on the class name and review the “Custom Form Field” tab to 

confirm the selected class matches the intended class unless they are certain they know the job class 

number.   

In the screen diagram above, the class code for the title “Accountant” shows 3 times (see bracket).   

Three tabs, (Description…, Benefits, and Custom Form Fields) appear, as shown below:  

  

Tip: By clicking on the “Custom Form Field” (see visual immediately below), details appear; these details 

will help the requisition creator decide if this class is the intended one. In the example shown, this 

particular Accountant job class is part of the career banded system.   

  

Ways to  
search for  
job class   
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Requisitions can be created from the detail screen, as shown above, or the main screen, as shown below.    

6. Click Create New in the Requisition column (the far right column  

 

a. Desired Start Date – Optional field used to specify the ‘desired’ start date, or could be used 

as a field to specify when requisition is completed (although this information is already tracked 

by the system). In training, just enter today’s date.   

b. Requisition # - Generally, this # is automatically assigned by the system,   

c. Working Title – Enter a ‘working title’ to be used for posting, especially if different from class 

title. Enter the class title when it will be used in the posting.     

d. Vacancies – In training, we are focusing on a 1-1 relationship between the vacant position 

and the requisition.  So, the value would be 1.   

e. Department – From the dropdown list, select the name of your Department (the department 

for which the Requisition is needed).   

f. Division – Optional field. From the dropdown list, select the name of your Division (if any).  

 

 

  

  

  

7.   Fil l in the requisition form:   
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g. Position: There are two ways to select a position ID for the requisition being created:  

i. By selecting a department and division (if any) from the drop-down list,  or  

ii. Using the search selector to find the exact position desired  

(i) Selecting a position ID by selecting a Department/Division:   

• This Position Number dropdown list will be populated once the user enters a 

Department and an optional Division. ***Only departments and divisions the 

department user has access to will appear in the drop-down.  

• The Position Number dropdown list will only include vacant positions within the 

selected Department/Division.  The list will not be filtered by job classification.  

  

(ii) Selecting a position ID via ‘Search’ Selection (ii):   

When performing a search the list will be populated with the applicable results.  Upon 

clicking a position number generated from search results, the Department/Division boxes 

will automatically populate (with the department and division related to that position 

number). To search: Click on magnifying glass:  

  

• Search box pops-up.  User can search “Starts with” filter, or “Contains” filter.  
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o Starts with filter – This filter returns all position numbers that start with the 

numbers entered by the user.  EXAMPLE:  User enters “123”.  All position 

numbers starting with “123” will be returned.  

o Contains filter – This is the default search type (auto-selected on search box 

load).  This will return all position numbers with the numbers the user placed 

in the search box.  EXAMPLE: User enters “123”.  All position numbers with 

“123” will be returned.  

• Enter ‘Search’ criteria for position code, and click on “Search”  

  
  

• Search box closes on-click (clicking the “GO” button) and the position control 

dropdown is populated with the values contained in the result-set.  

• Click on ‘Select a Position’ Drop-down list, and select the desired position from the 

returned search results.  

  

• Once a position is selected, the following options are available:  

  

Continue with:   

h. Hiring Managers – From the list of names in the ‘available’ box, select the ‘Hiring 

Manager’ (person responsible for completing the hire, who will receive final list of 

candidates from which to select), and move to the ‘assigned’ box.   

Note – more than one hiring manager can be ‘assigned’.  All individuals ‘assigned’ 

will simultaneously receive the final list of candidates from which to select, and make 

the hiring decision.    

i. List Type – Optional field.  Select a list ‘type’ option.  We will use “regular”.  
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j. Skills - Optional field.  Enter any desired ‘skills’ or other desired characteristics for 

desired candidates that is not listed in the Class Specification, or usually part of 

selection process.  

k. Optional field.  Field used to expand upon ‘skills’ field, or add additional comments 

about the requisition, recruitment process, etc.  

  

Note: the example below shows how an approval chain might work – for a given approval level, if more 

than 1 approver is identified, either approver can “save and approve” to move it to the next approver 

level, on down the line for the final approver.   When the final approval is achieved, the record goes to 

HR.   

  

  



 

OSHR 2015          P a g e  | 11  

  

  

8. Complete/define the approval chain. When ‘No Approvals’ check box is selected, clicking “save 

and release” sends the requisition to HR.  In training, select yourself as the final approver in the 

top box.     
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9. Click on ‘Save and Release’; clicking on “save” keeps it for the 

creator but does not send it to others.   

10. Finalize the content – Add attachments (in production; not in training) – see next illustration:  
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Aprove a Requisition  in OHC                                            

 as an Approver   

11. In training: While still in OHC> Approvals> Requisitions (on the left side of the screen, 

beneath OHC)   
  

  

12. From the action column on the right > approve/deny then approve>save – this sends it to HR & keeps 

an approved record in OHC.  
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(Switch Role) Human Resources - INSIGHT  

 

14. From the main navigation bar, go to Requisitions > Approved  

  

  

  

15. Action column on the right > click the Authorize link next to the requisition on which you are working  

• Change the Status to Open.  

• Select your own name (in training) from the Analyst dropdown.  

• Do not change the Existing Exam (Recruiting) Plan dropdown.  Leave it as ==Select== for 

new recruitments.   

 
  

Assign a  Requisition;     Create an Exam Plan   

As an  ( Analyst/Recruiter)   

13.   Toggle to INSIGHT   

   Click  Save .     
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16. Click the My HR link in the upper right corner.  

• Note: The requisition will display in the Open Requisitions section at the bottom of the 

previous page. If your requisition did not show up, repeat the previous step: go back to 

Requisitions > Approved > Authorize > change to “open” > select yourself >save.   

17. From “My HR”, click the Create Exam (Recruiting) link next to your requisition.  

18. Enter values for all applicable fields on the create exam (recruitment) plan page and then click Save.  
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Create Job Posting (As an Analyst/Recruiter) from within the Exam (recruiting) 

Plan   

19. Click the Add New link from the Job Posting section.  

  

20. Note the check boxes at the top & Complete the draft job posting form:   

Note: Top section is filled in for you based on requisition elements; and other fields are searchable 

by entering a few letters.  Keep it on draft – see defaults across top.   Proceed through the 

sections; make sure you complete any required items.     
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a. For Job List, select the Default Job Listing.  

    

b. Advertise From date: fill in the date you would like the job to automatically post (during 

Insight training, do not change the date - we want the job to be open as of today so it is 

posted when we go to apply later on).   

  

c. Advertise To date: fill in the date would like the job to be automatically removed from your 

webpage (this is the closing date).    

  

d. Class Spec Title populated from the Class Spec.   

  

e. For Job Title (Working Title) and Job Number, auto-populated values provided by the 

originating requisition.  The Job Title is auto-populated but can be edited.  

  

f. Exam (Recruiting) Plan: automatically connected to the Exam Plan from which the job 

posting is created (but not always the case).   

  

g. Select a Job Type (Appointment Type) from the list.  

  

h. Select at least one Category. Highlight the category by clicking it and then click the Add 

button to associate that category with the posting.  Applicants will be able to search for job 

openings by categories.   

  

i. For Department, select from dropdown.  

  

j. Select a Location On Job (County Job Located).   

  

k. Select a Search Locations, can be more than one county if wanting to market in adjacent 

counties or regionally (for job search functionality).  

  

l. Use the State of NC Job Template selection for the Application Template (For AOC, or 

General Assembly, please select the appropriate Template).  

  

m. Leave the default setting for the Reapply Period (days).  

  

n. Assigned To the job posting to you for training.  

  

o. Description of Work, populate using the text editing capabilities.  

  

p. Knowledge, Skills and Abilities/Competencies, populate using the text editing capabilities.  

  

q. Minimum E&E Requirements, select Populate From Class Spec to auto-populate.  

  

r. Supplemental & Contact Information populated using the text editing capabilities.   

s. Division/Section, enter your agency defined division, section, or combination for marketing 

job posting.  

  

t. Work Location, enter your user defined detailed location (i.e. Raleigh, NC or 301 North 

Wilmington Street, Raleigh, NC, etc.).  

  

u. Position Number, number will need to be entered (can cut and paste from requisition).  

  

v. Recruitment Range, please enter the hiring range.  
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w. Complete the Salary Grade Equivalent.  

  

x. Select Competency Level from the dropdown.  

  

y. Select the SOC Category from the dropdown.  

  

z. Complete the Salary information section, auto-populates from the Class Spec.  

  

aa. Enter Internal Notes (optional).  

  

bb. In training, select the Yes Supplemental Questions radio option (at the bottom of the page).  

  

cc. Click Save button.  

  

  

Supplemental Questions  

Note: Job Specific supplemental questions are specific to a particular position, Usually, these questions 

ask about a person’s qualifications for the position and will help you screen applications efficiently [with 
added benefits such as automatically screening applications (auto-scoring), reporting on the SQ 
responses, and filtering candidates based on responses, These questions can only be added as part of a 
job posting (when it is being created), usually via the supplemental question item bank. These questions 

are specific to each job and will only display online with the job posting to which they are associated.  (They 
will also appear on the printed Job Bulletin for the job posting with which they are associated as well.)  
Click the Item Bank link in the upper right corner.  

21. Build a new question  - be careful how you structure your questions – a radio button enables only one 
response, whereas a check boxes option enables applicants to check all items in a list that pertain to 
them.   
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22. Click the Item Bank link in the upper right corner.  In training, you will shop for questions you can 

adapt to your posting.  You can also add questions to the item bank.  Search through the available 

categories, placing at least one item in your basket by clicking “add” in the Basket column. (You can 

edit the questions(s) after you “check out”.   

Note:  Do not edit or delete anyone else’s question; you may copy it and then edit/customize the copy.   

  

23. Search through the available categories, placing at least one item in your basket (you can edit it once 

you “check out”). Once you have finished adding questions, click the Checkout link in the upper right 

corner; your selected questions will appear.  

 

24. Complete the supplemental question form. All fields with a red asterisks are required, including 

internal codes for response options, which are used for reporting purposes.  

25. Click the My HR link in the upper right corner to verify successful creation of your job posting; it will 

appear in the Draft Postings section on the My HR page.  

  

  Note:  Your job posting does not display in the Active Postings section, because the Draft 

checkbox is selected by default or if the advertising dates are in the future. Find the posting 

on the page and click the Edit link. Make the necessary changes and save the posting. 

Repeat this process until it appears in the Active postings section on the My HR page.   
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(Switch Role) – Applicant   
  

Apply for your position online                           (As an Applicant)  

26. From INSIGHT, under your name on the Right > My Links> Job Opportunities Page 

or Log into:  

http://agency.training.governmentjobs.com/northcarolina/default.cfm   
  

27. Click the job title for your posting to link to the posting:  
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In production, we hope applicants will review the posting and meet the stated requirements before selecting 

the apply link at the top right  
  

28. Click on “Apply”  

Create an Application (As an Applicant)  

29. Click create an account link   

.   
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30. Follow system instructions provided for each item (username, password, etc.) as you create your 

account  

  

  

Enter your new applicant training account information here, so you can remember it when return to the 

training environment.   

  Write your training environment username and password 

here:________________/________________  
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In Training we will NOT download or import.  In the production environment, first time account creators 

can import their resume or LinkedIn profile into the NEOGOV system if they are using a relatively current 

internet browser.  Some formatting will generally be sacrificed and imported items will likely need editing 

when importing fully formatted documents.   When in doubt, recording work and education history step by 

step is best.    

  

In training, you will skip this step and build your application section by section.  

Info: Complete general, contact & an any personal & preference information sections  
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Save or cancel (to omit or start over) after each section; click next to move on   
  

  
  
  

Note the small edit pencil symbols in the upper right of each section.  

31. Work and Education sections:  Complete at least one record in the Education History and Work 

Experience sections (click Save at the bottom of each section).   

  

  

  

32. Complete Questions section – these are subdivided into agency questions (asked of all applicants) 

and job-specific supplemental questions developed in conjunction with a specific posting (if any).  

33. See how the section identified on the left are checked, and if you provide multiple records, see the 

number of records. Note: an exclamation shows (rather than a check) to indicate an error/omission - 

such as failing to complete a required item.   
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34. Review & click Confirm  Application  

35. Click Accept on the digital signature page.  
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36. Watch for the Confirmation page and check for the status message. (in production an email is also 

sent)  

  

37. Apply for each other’s job postings online.   

38. Minimize the job applications screen.   

  

  

  

  

  

  

  

  

  

  

  

  



 

Page | 27   
  

(Switch Role) Human Resources  

 

  

41. Select an existing applicant or choose New Applicant  

  

42. Select the job for which to apply & click on Submit   

  

43. Complete the required fields on the application entry form and click save.  

  

  Input a paper application   

) As an Analyst/Recruiter (   

39.   From th e main navigation bar, go to  CandidateTrack >  Multiple  App  
Entry.   

  

40.   Search for the applicant by name   
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44. Fill out the agency-wide supplemental questions and click Save.  

  

45. Fill out the job-specific supplemental questions and click Save.  

46. Since we are in training and do not have a sample file attachment of a scanned paper application, 

click Save & Exit App Entry.  

47. Click the My HR link.  
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Fill out the Exam (Recruitment) Plan Detail in Insight  

Create Evaluation Steps (As an Analyst/Recruiter)  

48. From within the Exam (recruiting) Plan > Click the Add Step link from the Evaluation Steps section.  

  

49. Select Supplemental Questionnaire from the Step Type dropdown.  

50. Enter the name for this step in the Step Name field:  Min E&E + KSA/Competency Evaluation 

(Qualified).    

51. Enter a message displayed to online applicants in the Display Candidate Status As field, (we 

suggest “under review”).  

52. Select the Pass/Fail radio button.  Note:  The Scored option will not work for the Supplemental 

Questionnaire step type unless a Scoring Plan has been created.  This is functionality that NC is not 

yet implementing.  

53. Enter an option for Applicant Status.  ( NC recommends “Do Not Show This Step”  54. Click Save.  

  
 

 

 

 

https://secure.training.neogov.com/employers/app_tracking/view_applicants_bystep.cfm?EPID=41708&JobID=0&evaluationStepID=113223
https://secure.training.neogov.com/employers/app_tracking/view_applicants_bystep.cfm?EPID=41708&JobID=0&evaluationStepID=113223
https://secure.training.neogov.com/employers/app_tracking/view_applicants_bystep.cfm?EPID=41708&JobID=0&evaluationStepID=113223
https://secure.training.neogov.com/employers/app_tracking/view_applicants_bystep.cfm?EPID=41708&JobID=0&evaluationStepID=113223
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55. From the Exam Plan Detail page, in the Evaluation Steps section, click the Add Step link again to 

add your next evaluation step.  

56. Select Other from the Step Type dropdown.   

57. Enter the name for this step in the Step Name field: Most Qualified.    

58. Enter a message displayed to online applicants in the Display Candidate Status As field (we 

suggest “under review”). This is the step where reviewers will evaluate minimum qualifications.  

59. ‘Evaluate On’ option:   

a. Select the Pass/Fail radio button so each applicant will be given a “pass” or “fail” assessment.   

60. Enter an option for Applicant Status.  

61. Once evaluated on a ‘Pass/Fail’ basis – option (a) above, no further information is needed – click on 

‘Save’.    

  

  

Move Applicants through Evaluation Steps/Screen (As an Analyst/Recruiter)  

62. From the My HR page, in the Active Postings or Requisitions section, click the appropriate exam 

number (under the Exam column) to pull up the recruiting folder for the hiring event.  

 63. Click Step 1 Application Received link  
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64. Under Step 1, select Change Disposition from the Select Action dropdown.  

65. Select All from the Select Candidate(s) dropdown.  

66. Click Go.  

  

67. Select the Passed radio option  

68. Click Save.  

 

69. Select Advance to Next Step from the Select Action dropdown.  

70. Select Passing from the Select Candidate(s) dropdown.  

71. Click Go.  

  

72. Click the ‘+’ next to Step 2, click the candidate name link for the first applicant in the list; their 

application record will display.  

  

73. Click the Show Candidate Disposition link in the upper right corner.  

  

74. Update the dispositions as follows:  
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• Fail the first applicant by setting the disposition to Failed and select Does Not Meet 

Minimum Qualifications from the Reject Reason dropdown.  

• Click Save & View Next App.  

• Pass the remaining applicants by setting the dispositions to Passed and then click Save & 

View Next App. At last applicant, click Save.  

75. When you have finished updating dispositions and saving, click the View Applicants By Step link at 

the top of the page. Notice the passing and failing dispositions.  

  

76. Select Advance to Next Step from the Select Action dropdown.  

77. Select Passing from the Select Candidate(s) dropdown.  

78. Click Go.  

Assign Applicants to Subject Matter Experts (SMEs) for Review (Optional)  

79. From the My HR page, in the ‘Job Postings’ section, click the appropriate exam number (under 

the Exam column).  

80. Click the View Applicants By Step link.  

81. Click the ‘+’ next to Step 3, under Step 3, select SME Review from the Select Action dropdown.  

82. Select All from the Select Candidate(s) dropdown.  

83. Click Go.  

  

84. Select the appropriate SMEs from the drop down list (choose your own name). To pick more 

than one SME, click the first SME, hold down the Ctrl-key and click the next SME. 
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85. Click Submit.  

  

86. Note the SME column with the dot indicator  

87. Click the Logout link in the upper right corner 
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(Switch Role)  
  

88. Login using your Department Username and Password. 

89. Click the My SME Review link   

90. Click the job title of your exam plan.  

    

          
     

91. Click the candidate’s name to view their application record  

  
 

92. Click Show Candidate Disposition  

  

93. A ‘pass/fail’ determination is necessary for each candidate, select either pass or fail.   

  

     Review Applicants as a Subject Matter Expert (SME)   - OHC   

   

       .   

 

  
 

  .   
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94. Click Save & View Next App.  

95. Click My SME Review in the top right of the page.  

96. Click the job title of your exam plan.  

97. Note that the pass/fail determination is displayed.  

98. Click the Logout link in the upper right corner  

  

(Switch Role) - INSIGHT  

  
99. Enter your Analyst/Recruiter Username and Password  

100. From the My HR page, in the Open Requisitions section or Job Posting section, click the 

appropriate exam number (under the Exam column)  

101. Click the Step 3 Most Qualified  link  

102. View the pass/fail status of each applicant  

Still as Analyst/Recruiter, Placing  Applicants on the Eligible List  

(Most Qualified Applicants)  

103. From the view applicants by step page’, place a check in the box next to two of the applicants (in 

the next session, you will refer the rest of the candidates)  

104. Select Place on Eligible List from the Select Action list  

105. Select Selected from the Select Candidate(s) list  

106. Click Go  

  

 

 

 

 

View/ Review  SME  Evaluation     

As an Analyst/Recruiter   
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107. Click Assign To List  

  

108. Click the Eligible List link on the View Applicants by Step page  

109. Click the Default List link on the Eligible List page (you will now view the eligible list)  

  

As an Analyst/Recruiter, Refer Applicants to the Hiring Managers  

(Referred List is Most Qualified Pool – sent to Hiring Manager or HR 

Liaison functioning on behalf of Hiring Manager )  

110. Select Refer from the Select Action list  

111. Select All Candidates from the Select Candidate(s) list  

112. Select Requisition from the list  

  

113. Click Go  

114. Enter any comments for the hiring manager(s)  

115. Click Refer; the action refers the chosen applicants electronically to the Hiring Manager(s)  

116. View the Referred Lists screen  

  

 

  

  

  



 

Page | 37   
  

(Switch Role) – OHC   

View Referred Candidates - MQ Pool   

Make Decisions as a Department Hiring 

Manager  

117. Toggle to OHC.  

118. Click the My List link in the upper right corner beneath your name - this will display all referred 

lists for this Hiring Manager.  

  

119. Click the View link in the Candidates column for the applicable requisition.  

  

Schedule Referred Candidates for Interview and Hire (as a Hiring Manager/Liaison)  

Note: you will see a tabbed or a list view based on volume of referrals; in training we will work with the list 

view.  A tabbed view is shown here 1st, followed by a list view.   
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120. Choose Schedule Interview from the Action list under the Referred candidates (Please note; this 

does not actually schedule interviews; rather, is a mechanism to identify those applicants to be 

interviewed.)  

  

121. Complete the required fields in the interview schedule information. Most details contained in the 

form may be used in a notice if configured  

122. Click Save  

  

Making a ‘Hire” –(Identifying Recommended Candidate for Approval)  

123. In the ‘Action’ dropdown next to the candidate you would like to “hire,” place a check next to the 

applicant. Select ‘Hire’ from the ‘Action’ dropdown, click on ‘Go’.  
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124. Update appropriate date fields and enter comments.   

a. Position: From the pull-down menu, select position being filled.   

Note –position(s) displayed is the position(s) specified in the Requisition.  Remember, currently 

we will have 1 vacant position per Requisition in training.    

  

  

125. Click on “No Approvals” or define the approval chain. In training, choose yourself f as the 

approver  
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126. Click on ‘Save and Release’ button at the bottom of the screen (the applicant is marked as hired 

and moved to the ‘Hired’ section)  

  

   

Rejecting Candidates  

127. To mark an applicant as rejected, choose ‘Reject’ from the ‘Action’ dropdown from any section 

(referred, interview scheduled, offer pending, or hired), click on ‘Go’.   

 

128. Select a ‘Reason‘ and add any relevant comments  

129. Click on ‘Save’  

130. The Applicant is marked as “rejected” and moved to the ‘Rejected’ section.   

 

Note: all applicants, other than the recommended for hire candidate, should eventually be moved 

to rejection pending via the reject option.   
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(Switch Role) Human Resources – INSIGHT   

 

131. Enter your Analyst/Recruiter Username and Password   

  

132. From the My HR page, scroll down to the bottom of the page, to the Hires Awaiting 

Authorization Section  

133. Click the Hire Name  

134. Hires awaiting authorization > click on name of recommended candidate  

  

135. Click Edit; note the Approval Status and the place for attachments.  

 
  

Authorize   a Hire     

As an  ( Analyst/Recruiter)   
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136. Update any of the field values as items develop – this is a living document. .  

  

137. Click Save and Authorize when you are ready to authorize the hire.  

 

138. Notice the new Approval Status and review the printable version of the Personnel Action Form.  

  

139. Now click return to the Referred List to view candidates  
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140. Click Show status Details to view details from OHC Referral.  

  

  

Note: you can now locate your “hire”: list> hired> view   

  

  

141. Archiving & putting away our work   

142. Establishing, in a role as HR Liaison (OHC), Online Hiring Center Users  

143. Exploring communications templates, reports, My Links, Help & Training  

  


